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1 Intredustics

2.

L

b.

On L March 1995, the xanagement Ztaff submitted %o the lasistant to
the DD/T ( hfaistuﬁan) its on project 5-58a, & survey of
Intelligence afficers in the Cffices of Solentific Intelligenss amd
Rescared snd Ruperts to deteymine whether thare are any prodless in
regard 4o dosmaent velums. 7The repert stated that the volums of me-
terial recsivad is not e general prodlem and thet more significant
are the prodlams of expuditious and economical handling of documents.

Prior to the completion of project 5-58a, the (&I Zxucutive fficer
regusstad & Mamagoment ¢ taff survey to detormine whether document
handling is being parformed 23 egonomically and efficlently as pos-
sible in OSI. The report contained belew iz a result of that project,
masbered 5-58b and entitled *lLevelopment of [conemles exd fisplified
Froosdures In C£I Document Randling®.

Appeessh

N

.

-

d.

Begioning with the Informestion Eraneh (organisationslly located under
Plask pelst of ceparitre of virtuslly ol Sorasnte. tod tentire’

: * » and axtending
through the m stalfs, we have studied the steffing and
procadures of 3ll infersation centrel activities, as well as contrels
and reserds mafntained. Taking neces ssourity requiremente inte

' s porticular suphasis was &d upon the ¢sats of dodu-
aeat g and upen the expeditious movement of documents, par-
tisularly ls routing documents.

Fo attanpt wos made 1o study every minute detail and every problen
ensountored in the daily hand of mall, eince & study of this type
wosld nessssitate sonstent surve 08 over an uxtended period of
Yime and would have unnecessarily prelonged the survey. ur rucous
nmendations are intanded only to sstablish genersl pr les and pro~
sedures for opsrstion; in the final mmelysis, only the super-
visor is in & pesitien to cops with daily operating preblens.

Our Fisdings, Conclusions, Comments and Hecommendstions are concernsd
with two majer sresss information comtrel in (EI generally, and
more spesifis prodless in the Informatiom Eranch.

Thronghout the survey, we have worked closely with the issistant %o
the Exemtive Offiser and with the Chief of Informstion “ranchk, and
through thelr offerts mary of cur recepmendstions sencerning Infor-
medion Braneh have already been implemented, as indicated in the re-
pert. Their cooperation, snd the govperation of all (5T perzcnnel
with when we have worked, is sppreciated.

Approved For Release 2005/ SEHZREJA-RDP61-00901A000300070002-9



Approved For Release 2005/5%/&: IA-RDP61-00901A000300070002-9
3]

(s} The 0ffice of Seientific Intelligencc poys & hizh price for
e ressips, reserding, semtrel, dlssexinetion and distri-
batien of its decuments., Of the OBY on~duly strength of
spprexinstely| lpersens ware in pon- 25X1
professional positions. Of these,| Iar the tetal 25X

on-duty, were enga n f1ties which

are ipally Wemtiaa control. This expenditure of
ninpover deed not include misocellanecus informetion contrel
aotivitiss perfermed by profussionsl, and othsr sleriesl
aad non-professionsl persommal.

(v) In terms of and cents, the cost i in excess of

25X1 $111,300 and aenboure per year (sse Annex i), =xclu-
sive of evertime (which, for Informstion Eranch, has everaged
seas )6 hours per pay peried). It is sstimated in Anmex ®
that 81 divisiens and staffs handle soms 1500 decuments per
dey o2 13 or 1k types (ses Annex ). A% an svers e salary
of £1.8h por msahour, sach of these doounents cosis the [ffico

- 29 cents, and if the cost of Informstion Rrench handiing s

added, the osat i3 4l cants.

(¢} By osmparisen, the Commission on Organisation of the rxecutive
Franeh of the Qovernment (Hoevor Comaission} found that the
sest of reccrding end comtrelling dosuments im other spenoles
is 11 ¢ per item, and sbout this cost, the Commission
steved*s *The bensfit from recording so suchk =mail et sueh
expense is oertainly questionsbls™.

(2) How Abe Fopey To Spent

Informsidon coatrel in each of the divisions and steffe is ocube
lined, in drief, below

he 4aas

AL} material 1s handled by a Clerk-Gteme, (5-§[ |for the 25X1
affises of the Assistant Tirector, his Taputy snd the Exscutive

Y temalssion on Organisstion of the ixeeutive Branch of the Covernmant,
"Repert on Paperwork Msnsgesent®, p. 37, January 1955.

Qe
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Offiser. A Yreskéown of her iaformation control dutles ineludes:

5 hea/wk lLogging
1§ hra/wk Following up on ACTICK meterial?
5 hre/wk Rend~oarrying metersisl to divisions and staffe
25X1 |;|]m all adninistrative material, csbles, dispatches
i mﬁg&ﬁﬂ in and cut, and she maintaing follow-up records

material. These are the only types of material re-
ssivad in the "frout office”. =y pe ¢

All doenments are Randled Yys & Clak-Typist, c5-5 25X1
whe 1 on the 7/0 of Istimates and Gurveys Eraned, o

hasdles cables snd Seoret material; a 7 aphic Typatriter
25X1 Opererer, (5-§ of the Current 3&;:@:%%, who handles
' 08 from o CCI; and an Administrative issistant, (5-7
25X1 in the Offios of the Chief, whe hendles all other ma-
25X1 terial., spends Live hours per wesk log and five
hours in and routing material. spanda twe 25X1

S0 thres hours weok and a negligible amount of time
-~ reading i mm- spends a ible smount of 25X1
m tslstypms. The vo of material recelved by ihe Staff

(ontgeing). Dosuments origimating in ITE are normslly mot logged
m.nmmum. There is no braneh logging,
snd destrestion of dosumemts is not normally resorded. Claricals
in the 3taff's dranches piek wp sad deliver material internally.
hﬁ:imiagﬁ!.s., the Stalf log records location of the docu-

25X1 Qm stated that she doesn't know wiy she logs mail,
b mt&u%l:?m" Mbhalmﬁ the lags, and that,
sround witdout informing her. Zhe sald that no one has eskec har

to loeste & dooument iz aix months.

tive Officer's office sssuned responsidility for follow-up s
ACTION material in sccardancs with our recuammsndations. This 'suﬁ%mzx
dsne Yy Informaticn Bramch.

- 3-
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Suppert Stafl

Dosument headling is divided smong several clericals; in fact,
statrol in this Etaff 4is someubiet fluid besmise of

infernsiion
its reemat organisstional o Generslly, 1t is handled by
25X1 & Clevkttano, (8-5 for the entire _taff. Nowever,

frem and 4o b [ix hendled By a Col= 25X
m L M Mmb {;lwk-awa, G~k wd Top  25X1
upport Bransh is s ecy ¢ tano,
25xf3-9 Anﬁhar Clerk-Steno, (S-h hendles D5X1

iiremssts docuncats for auwm Eransh, but Shis is not
isfermation sentyel work. Volum of materisl received

Yy Suppert Steff ia low nt L hours per week on
logging, réuting wd deld ternally and the others
spend even 1ot time on wmnm contrel. Generally, sll ma-
tevial i3 logged in end out mtdmmw az-iaimtin;m
Suppert Stefl, and the destruotion and filing dowgmm {1.90,,
MW#W%W}mwwwﬁ Fer doeu~
monts erigineting in the Staff, file and awemlsgs.ul soples
are used 8 legs. Support S ieff logs are retained indefinitely.

A1l Ancoming end outgoing NID material, as well as Agency-wice
Restrioted Data, o by the Material Branch. This branch
mumm.wmuumu follows

tupervieing snd partici- 25X1
a,u‘ sudl handliing; delivering

ksstrioted [ats; mﬂﬁ mansgemanty ssdurity contrel regasrding
Repbrinted fista; handling fﬁ%‘ Division trsining; sesisting

iz preparaticn ar ﬁvum 3 and bum bandiing reerultment
reguests; saintadning *‘ivnim 1/c m«m&i

1 Logging all ssterisl in and  25X1
Isosllancous (searching for documents,

Wﬁhﬁ éam%:,hm&m&u Tep Secret, ets,;.

felivering documents; 25X1

oG Lon ts snd idng files; typing lidrary
M Wﬂts; am&wng visni utwiah; destroying documents.

3 0n JT Hareh, the Doputy Chief of Support Staff stated that, although he
deplores m smount of logging dons 3y his £taff, he'd hm fold thet thay
mnt log dosuments for seonrily ressons. ie ssld he hapﬁi some of the
logging eonuld be olininated.

wlje
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Although : over-sll time nth:tu were svailable, ;.; ¥a§ o9&~
timated he branch ehisf tha | spends houre per 25X
week in leogping and reuting doeunan®s.

Material tranch logs all documents in and out sxcept serial puk-
ldestions, mitiple-reuting aduinistretive materiel end spscial
intedligmas *pinks and Dlues®. It reads and routes all material
L} mt, sn the hasds of detalled reading guides, and delivers
sad Wy all material to and from the branskes. Ir most
sanes, 1% 3-. aaps incoming sederial, Other EED brenches do
ne logging. xaterial Branch has the responsibility of typing

all Lbeary lesn request forms, reprodustion recuests, traas-
1stion requesis and purchase orders, and of keeping records of
responses Lo thess requests. If asterial 1s destroyed, its
destyustilion i3 resorded in the apprepriste log Yy Material “reach.
If materinl is t0 Do retained YLy EED, the nusber of the f1ile in
wiich it is located 1s resorded on the log (Meterial ?rench mein-
Sains an elsberate systen of sentral divisicon srse filea, in whieh
dosuments sre depositec for future use).

In m:s.ea to its normal intam%m control ::uvitg;, (e
Sarial Brepth mafnteins o : requiremsntes resords, con-
anm ef & felder for Mt, santaining coplas uf
he initial requirenent reguest and the Support Staff memorandus
to the sallaster and all doounsnts ruseived in response to the
mdnnnt. Bask time sush & dosument is received, the deoument
d dhe folder are brought to the requesting anslyst., hen a
requirenast is closed, \he eentents of the folder are placed in
the ares files. Waterial Braanch retains its logs indefinitely;
docunents in the files are romoved at irrsgular pariods.

Informatdon comtrel for the Livision is handled ty the Wrae
Division - in the of two of them, on & part-time

handies only Top Searst; e the dulk of the ma- 25X1
tarisl - nrthg, logging very - | | 25X1

25X1|

ALl maty s whish is reuted %o snaldyst, 18 logied in and out,
amsept 148 serial publications and meterisl originating
in the Divisien (for which file eepies serve ss lugs). [inve
thene porspinsl ¢ the antires Iivision elerical staff, they
also de all the Ayping snd recemting of purchass ordsrs, trens-
lation requests, ste., snd all delivery of mail.

Approved For Release 2005/11/17 ?EIA-RDP61-00901A000300070002-9
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¥hen o document is destroyed or filag by an analyst, 1ts dis-
position 1p recorded in one of the loges by » clericsl emplayee,
Reguirements control is not centralised in SRU. logs sre ro-
tained indefiaitely.

All ssllataral metorial §s handled by three pergons in the offiece

:: ths Diviasen cutz,lintgﬁ? éeﬁtml gi eetiaa.i al} r;peu,‘;;l
telligence routing ERARE b & maintenance it rerforn

\y an Tutelligense Gfficer (Physioal Selemce), Co-7] — | 25X1

in the Spesial Projects Dranch. Informstion Control Section per-

sonusl and their duties are;

¢ t, (8-
188 hrs/wk Resding snd routing
8 hrs/wk Requirsments
4 hre/wk Represasting (ST st tslesonferences
184 hre/wk ¥iscellansous
e 25X 1820wk, C5-F
25 hrs/wk Reading and routing (primarily mst card documents)
§ hre/wk rulling, marking and f1ling mat cards
10 hra/wk Niseellsneous |
25X 1AM E-TTpApt, 557
3O hrs/wk Typing purchase orders, loan recucsts, stc.,
ad legging T

25X1

L]

S nre/wk Typing recuirements and other materisl
5 hre/vk nwﬁmg up en overdue books, purchase ordersz,

This Secticn maintaine b o0 & minlsum of meterial. It logs
ins  mat oard material (if multipis-routing), destraying the mat
sards when the degiment leaves Divisien; Top Seerst; inooming
@ispatehes) nen-retantien doousments such as library lossns; pur-
chass orders (& record is kept on library losns, destroyed on
purchase orders vhen fulfilled); doouments for eveluation; and

Approved For Release 2005/1 SECRER-RDP61-00901A000300070002-9
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translation requests (record desiroyed when document returned).
Haterial mtmm in the Idvision 15 not logged out, file
aopies serving a8 logs. Clericals from PLi's breanches pick up
and deliver msterisl imternally anéd log eahr‘l’.&. '5.*‘. is
logged %6 braned Yy the Information Comtrol fesctien and %c in-
dividual anslyst by branch oleriosls.)

Whas mat cepd doousents are destroyed, thelr destruction is re-
oorded on & mat sard which is dotached and storved in a safe drawer.

Dnfornebion Control Section meintaine certain flles of recuire-
xouts materdsls =& f*ﬁﬁlr wm s of the Civiaslon re-
qoest and the 5w E17" ¢ 4 the cellector, and »
resord in the fo of responses to the requirement. ‘hen &
requiremssnt is closed, the fﬂéu' is destroyed.

25X1| |has stated thet muu of special intellizence
wes separaded from eollateral handling init for seourity
roasins, sbd that the split has Been retained easton,

She spends twe hours per day handliag this material. Har other
dutise include maintaining reading files of all - .I., sssisting
snalysts ip procuring 5.1, domuments through liaison contscte,
mnd ssnaslidating 5.1, requirements of the Tivision. She has
, stated dkat her wost signifiscent responsibilisy im to read sil
- £elay \ﬂni.it to the attention of analysts snd to kpow whet 2.1,
s availadls.

Chemi i
All imooming and outpoing materisl is handled Ly the following:
25X1

) hre/wk Reading and routing
1& hes/wk wWriting, and following up on, requirements

ars/wk legging and delivering special iatelligenc
" and missellansous we Hgence,

25X1 Glawkgvemp, G5-5|

kO bhres/wk idising and typing requiressnts and feollewing
up on evaiustions

25X 1 2ark, Gb-§
30 brs/wk Legging
..... ‘7“

Approved For Release 2005/15E‘EREP\-RDP61-00901A000300070002-9
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§ hre/wx Delivery and plok-up
§ wrs/wk Miscellsnscous
25X1 €lerk, o-b
20 hrs/wk FPiling
20 rs/wk *m:ag parchage orders, library losn requests,

All materisl is routed to bdranch level, logged i» and out, time-
or date-s amd delivered Yy thase personnel. ZSome documents
eviginating in tks “ivision (diapatehes and eeblss; ere not
logged out, The branches of Chemlstry “ivision do ne logging.
411 destroyed matarial and some materisl to be filed by analysts
is recorded in the division logs. Yo msterial has hemm destroyed
which i less than thres years cld.

In addition to its information control sotivitlies, this group in
m1m Chief's office mainteine record systoms on the
o F H

{(s) Requiremsnts, A folder for esch raquiremsnt is mainteined,
oendsining sopiss of the originel request und the Support
Seasl an;:m t:. the M, al% nﬁerzg r@gﬁv% in
rosponds ‘ » s ayy of sll such material re-
oselived. In tion, a system of 3*15‘* cards is msinteined,
aress refarensing nate in the felders Yy: reguirenant
moxber) perssaslity; subjeet; installation, snd country.
The vo of new t’M) added iy 17 to 18 per week,
The namerical aross reference sards are used twies a week,
the others less frequemtly. /Eote: Support Staff maintains
a sistlar set of folders and an almost identical cross refe
arenes oand systes,

(v) "wonster® File, A system of IBM cards containing ebutracts
of desumants received Yy CYA. The dotumentys sre adbstracted
by Chendatry Divisien Intelligence Ufficers, and are coded,
m‘d sd printed By X5, primrily for use in its Intel-

sx £ysten, slthough they are made availshle 4o analysts
for their own files. 7The cards sre filed iz Chemislry [ivi-
sicn sssording %o looation and bty subject, blographic and
bl fogrs peries. Theme cards, which are added at
the rats of momth now £1311 18 gard safe dravers.
They are uasd Yy Chomistyy DLivision snslysts two or thrase

i
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tines s wesk., For retention documents, the "ivisien ?x have
both the decumant sad the edastrast ux'a in its flles.

Information contrel in this éivision is similer to that 4n ERD:
collsteral materisl is handled by the Tivision clericals, two on

a part~tine basis, end mnm intelligence is Bandled by =n
Intelliigence Offteer, 02«13 | Tn Plology Tivision, how- 25X
ever, the olericals do none of the reading and rosting, this be-

ing handlad by analyets of the branshes, whe alse maintein regse-

sy requirements recorés. The eluicm end thalr dutien are:

25X1 W Reuting and lopging of mll Top Seoret
- oFy 1asusnoes.

25X1 Charkiypiat, (B _ Logging end internal delivery of sl
mEters ) Y e x

25X1 i ) 68 TYping recuiremeats, purchase
¥ .

Blology Tivisien logs snd time stamps &1l material except sertal
publiecations, and oables taﬂ dispstches originating mﬁg:‘w 8 3 O
logs material twise:r on the regulsr
log forw snd in ;m»iurmxwm is used for refcrence
m Destruction is recorded in the logs snd in the loose

¥edisine Division

Iaformation contrel fe divided emong five persons in the offiee
of the Iivision Chiel, s2 follows:

_ Legs, delivers sn¢ ploks wp, and
L Top Searet and speatal intalligence.

' mm nw&m&a ﬂmg sssirty
developing 5j aseists in procuriny documente;
pwrom resorés managerent.

I Hedlslne Iivision, st one time, maintained » sinilar fils. Tt disecorded

: the fils bessuse of the grest cost in mempovwer of mainteining it, and es

‘ 25X1| |hﬂ stated, thay've besn shls Lo get along without the file.
P

Approved For Release 2005/11/17 CIA-RDP61-00901A000300070002-9
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Yyuts, s3eapt oS delivers importsat material
te I&'ht ni&tdu rum'dl on nbm losn recuests; misoellansous.

- OI' rﬁﬁlﬂg m"l

All mtarial is logged, time- or dste-starped end delivared $o
branches, and all destruotion and flling of documents by anslysts
is racevdad in the division logs. The brsnuhes of Fedicine [ivi-
sion type and recerd purchass orders, tramslation recuests, 1i-
rexy losn recmests and reproduction recuests. Turesn also
resords translation recuests sad Fisher reserds loss doouments
fren CO and 00D, Specisl intelligenos is not cireuleted; the
snalysts must read it 2t o central reading room,

The requirensate records maintained YW ocnsist of: &
folder for cesk reguiresent somtaining soples of the request and
the Support Staflf mamoranduz to the collector, evalustionz end
reports in rasponse to reguirements and & set of 3*xf™ gards in-
dicating al) material rececived in response to requirements,

25X 1 is, at present, compiling a personslities fils using
s of eaxds :re& Blographiec deglater. &he has stated
. Ahat it i» intended later te cross rafcrsnce this fils %y in~
stitutes.
In yogard Lo the split of infermation control among five persens,
25X11 has stated that

{s) Spesial intelligance is asgroguted for security ressona,
(Rote: £.1. sad sollatéral are both handles in the smme
room, by persens ot adissent desks.)

(d) Top Souret is aplit off becanse the Division Chisf wante to
see all of it and it's more seomveniemt Lo have his seeretary

a2l 4, 1t eould be hendleé
EX1 ’_mm_nw { thmgh,| |u£ 4

{s) Reading smd reuting ef collateral requires "an snalyst of

highar greds snd mere baskground®. (Kote:s “The read-
ing sad reusing is on the besis of reeding guldes
sad instrestions froa the ambsta} .
getetifie dnalyais Division
~10-

Approved For Release ZOOSIgyg . CIA-RDP61-00901A000300070002-9
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at hesdquarters w & Clerk-Gvwms, (5~5 o places it
h %’ Box where 4% is pioked up Yy an unass Clerk-Typist,
25X1 o8-k [prepares & on form 3B-1L {f;iu aﬁu},
M aaterisl; prepsres Recessary racs
nvm ths material to the (87 Iuformation
m Q rm!gt m the pwkq&, sbd holds it for

slivery to 54 (twice s day;.

A1) destvuition is z::ardéd in t.he( ' @;:;»::1:1 gg m;téng
in SAD hesdquarters 1s not leggwd &858 g o ®

coplies serving ss records. o requirements records sre nain-

tained beosuse SAC has few rnqns.rmtt.

Ons Info Comtrol Clerk, c8-6[  |in the offics of the Livi-

sion Chief hsndles al) informstion control activities. “ho only
naterial logged 4o is ACTICH sdministrative, Top Sesret and dogu-
nonts for svalustien. Hat card documents, ACTICH admipistrstive,
GMOI, M‘Mﬁ Teliey 5.7 and svaluations are logged out.
Dosunsnts orig. in A3 are mot logged out.
routes to brmh hnl.

25X1 W logs. | u&ntxiu fesords on the movemest
of 7.5. material betwesn branches of 250,

25X1 also maintains & felder for eash requirement, con-
of the [ivision reguest snd the Luppert Hteff
mamorendum te sollectors, and s series of 3"x5" csrds on which
TeSpoRses ars recerded,

(a) nummmmammwmez informe~
tion ssmtrel s it exists in BI divisions snd staffs that
mmuwmwmormnmw

e -n.
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resording and oontrol of dosuments, i.e., lopging anc time-
. , Slthough there are other factors contriduting to
the high cost: greater rusbers of personnel than recuired
t¢ de the work in soms couponents; ineffective utilizstion
of sertain persemnel; unnecessary record-kseping and in-

sdegiate records mansgoment} procedursl weakneswss, sad, in
seme cases, fsilure te comply with Agency decument handling
requirenentss, particularly regarding destruetion. Thess

will be oensidered in turn, begimning with logging.

(v) Legging

There ere two basie uses for s log in CIk: to provide the
security emtrol required by Aipeney Regulationey and te pro-
vids & reference source for the locatien of documenis in

the eourss of dally business. | | o(2)
states thet: "All Secrot snd Confidential material.....will
be logged in at the initial point of receipt in sn 0ffiee
veoseind will be logged out at the final point of dispatoh

L]

shed

the 051 Isformation Branch iz "the initial point of receipt
and the *2insl point of dispatch® for (8I. The Chief,
Physiesl Security Eranch, CIfice of Seourity has confirmed
the faot that, so long as documents are logged by Informa-
tion Eranth, they nsed not be laogged by the divisiens and
stafls for complisnce with the Hegulstion. It is clear from
disoussions with 051 persomnel, that thers sre misconceptions
regerding the ssourity requirements for logging, and these
tiens have resulted in & subsiantizl weste of man-
pover in the six divisions which log virtuslly everything.

Prise to the (081 move to Barton !all, the divisions were
reguired for sscurity reasons to log much materisl becsuse
the initial point of entry, and many divisions
sontinusd the practice in the new tuilding., 4 few divisions
are unsware of the extent to which Information Eranch main-
tains logs and related controls, and delleve that, unless
shey maintain their own records, thers will be none.

Of grester significance is the logging of documente for ref-
Srense prma. 2he enly perfect reference log is ons that
indicates sxact location of & document st any given time,
snd which ean guarsntes thet the document can be produced.
The ‘;vtm doess not and osnnot exist in OFTj the majority
of lops tained by divisions snd staffs do not reflsct
the ncw of the individuel in pessession of the document and,
in fect, some logs reflsct no reuting st all. It weuld

«12-
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require tremsndous manpower expsnditure if ] were to
stteapt to ascount for every docusent at all times.

Meroover, there 13 no need for such logs: the use of (€Y
logs for refersnce purposss does not appesr to Justify even
the pressnt expenss of maintaining then. Henagement Staff
dissuspions with informstion control personnel regarding
the uss of loge for reference purposes in the divisions and
stalls revealed the following:

ASD:s

Reselves few calls for documents and, from the subject matter,
ths lovstion of the doocumeni i the Livision ¢an be dster-
mined. Loge do not record names of the snalysts in the "ivi-
sion tc whom documents have boeen routed.

£AL

Routing is to brenches and ie Lased upon steandard written
instructions. Locuments could b locsted op the basis of
sudject matter. Reference requeste are received "every once
in a while*, less than one per week,

. ! »ﬁ; ! !

The main ressen for logging everything is to make sure &
dosunent camd In in case én analyst sske, or that it went out
Af the noxt addressee hasn't yet received it. Informetion
contrel personnsl reccive sueh requests "not too often’, one
or tue per uesk, and they can tell by the title or sudject
whore a dooument is. Logs indicate the name of the addresses
only on mat ocard d?emasa. Ho records of routing are main-
tained for others.

Chenistry

A fow requests & week are received. Logs show branch to
whish & document has been routed.

P&i

Leogs are salntained only while documents are in the Livision.
They locate doouments Ly subject matter.

25X1

| |m indicated 8 willingness to climinate all logging except
- T .y g.1. F] ﬂl“riplﬁ mm and nﬂm‘ﬂtﬂtim ﬂﬂmﬂlﬂ!-

-—

. -n‘
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ERC

Thres or four requesie are received per week. Thay heve de-
tallsd records of routing to anslyst.

They recelve several cells & day; they could loezie e docu-
mnt by subject matter,

These comments show that faw refserepee requests sre recelved
and thet 4 decument can be locsted within g division - es-
pecially a smell division - on the basis of subject netter,
Although a ssarch for a docurent on the basis of subject
netter will do more time-eonsuming, vhen the effort involved
in the fow searches vhich would be necaessery is balenced
sgainst the savinge in not maintaining highly detafled logs,
there seems to Te littls cholce. These argumente can be
mede against highly detaeiled logglog:

(1) in information contrel olerk should be atle to locate a
document in her division on the hasis of sublect matter.

(2) Information Branch has detailed records of the receipt
in (61 of a document, of the divisions and staffe to
whish & dooument has bean 2ent, and of the departure of
& document from 51,

{3) CCL has svailsble or can obiain copies or repreductions
of almest all documenty received snd produced by CIx.

(k) P&l Division, which receives a heavy velums of materisl,
logs only non-retention and multiple routing documents.

Net all logging sheuld bo elimineted. Some logs - such as
for Top & seret and Speclal Intelligence - arc required; sad
some legging is desirable in order to trace the movement of
& docussndt among divisions and staffs. In sddftion, some
followeup records are desirable to insure the empeditious
noveneat of muliiple~routing and non-retention documents
{whieh somprise & small portios of the tetal volums). fthe
maintenancs of records by Informstion Dranch showing receipt
in 087, routing to divisicns and staffs and departurc from
051, when goupled with division and staff maintenance of
ainimun logs of multiple~routing and non-retention documents
(in sddition to T... and 5.I. logs as necesssry) will insure
pin-pointing of any dooument to a division or staff. In di-
vieions and staffs, a dooument can be located on the basis

KT
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of sukject matter vhen required., Tn addition, this type of
log, Wen used for follow-wp purposes, will expedite the
novensit of papers - thus, in iteelf, raducing the nuwber of
refarencs reguasts.

Te quote sgain from the Yoover Commission report® *The real
oxpeass /6f matl hendling/ goes to recording and controlling

4 wail.....Ts many instsnces mall recording has been
slmost sliminated and, te the gmavement of the officiale in
the orgmminstion, the mail operstions have bdacome more offi-
elent,....If 'nl!_i recording wers reduced to 15 percent through-
out Government, vhich appears altogsther ressonable, a ssving
of 930 millien would be resliged.....*

(e} Iime-ttamping

The Hoorsr Commission slso charecterized time-stemping es
ssenerplly & mesningless routine” which now cosis the Covern-
pent threg-guarters of a million dollars per year. Time-
end date-stanping are being used sxtensively in the €7
divisions and staffs. In the finsl snalysie, the time- or
date-stamp on 8 document oan be used to determine when &
docunant was received and when 1t vas dispatched, but unless
1% is used as & means of locating and aliminating Pottle-
aosks, iV serves no useful purpose. There 1 no evidence
that tise-stamping in 051 49 uwsed for this purpess.

(¢) Numberp of Psrsonnel

The present dsily vorkload of division and steff informstion
eontrol personnel, shows in imnex B, sverages 10 items per
crm por day., The Information Pranch ratic, if adjusted

regognine the fast that there are only seven persons ac-
tually partiecipating in routine document hasdling, is 160
Atems psr person. The 081 range is large -~ from LO {tems
:;- :f p;a- person in Chemistry I'ivision to 250 items per

‘ L.

Alshough no presise formuls cen be derived, it sppsars
ressonadls to assume that, other things being considered,
one informatien somtrol cicrk in & division or staff should
be sbls to spproximete the Office average, {7 es Annex 1)

if the amount of logging and other handling of
dosupents in the divisions and staffs is reduced.

& ep cf_ t, pp 3638
=15~
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() Btiliaation of I'ersonnel

An evidensed in Zectlon (2) ("How the Money Is Spent*}, in-
formetien control persomnsl in (51 are involved in many ac-
tivitiss which do not appear to bLe informetion contrel in
nature anc, st the same time, personnel in professional
positions are performing imformation contrel functicns.
There 1s & tendency, for exsmple, to utilise Intelligance
Offisws for reading, reuting, logging and related handling
of Special Intelligence, and these are purely information
eontrol activities. Thers are also soms activities performed
by information control personnel {e.g., Materisl “ranch of
HED) which sre largely unrelated to mail handling. % sppears
that some of thaze fumctions should be resligned in srder te
acoord proper recognition to titles snd grades.

Mers costly is the use of informstion comtrol personncl to
porform such functions as delivery snd pick-up of mall and
seatral typing. *bile thess may properly be part of the
dutiss of such personnel, they involve oonsiderably less ex-
penditure of manpover when performed Ly general clerical
persennel and should be so sssigned whersver possidls.

The Chemistry Division "monster file” iz an exasple of the
unseononioal utilisation of infurmation contrel perscunei.
The IR abstract cards are made avallabls te Intelligencs
Offisers im order to provide them with referencs materisl
which they c¢an retain in their individual files. Chemistry
Division satadblished & gentral reference file of such
oards of such megnitude that it amounts, in fsect, %o &
branch #f the LD Livrary. The Iivisfon has indicated that
the dotument sbatracts are made in case analysts ever nced
information on » sudjeot. Howsver, in view of tbe sime of
the fils and the infrequency of its use, it eppesre that the
*"mouster file” 1s not swrving the Division's purpose. Meve-

25X 1ever, u! |has stated, redicine Iivision wes able
te discard » &nd there is po spparent reason why
Chandstry Tivision could not do the same, at & substantisl
savings in asmpower, not oealy to {S1 but to 2CD.

(£) Reoord fesping
Although record-keoping is only incidentally germane to this

sdndy, some commsnts should be made regarding the records
-ll.nt:hud by the divisions snd staffe.

In particular, the meintensnce of requirsments records is,
in soms instances, & time-consuming function of informstion

«16~
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seatro) parsennel.” There appesrs to be no rsason Wy
Chenistyy Iivision nesd maintsin elahorats records of re-
Quiressnts with five types of oross-refurinecs, when these
enly duplicete records of Support “taff. This is especially
true in view of the relative infrequency with which Chemistry
Civisicn uses these Tiles. While mors detalled study would
bs nesesaary %0 determine what type of requircesents records
wonld be moot desipeble in o division or staff, it is probadls
that ths foldar arrsngement, with & simple cross refersnce

is all that is necegsary. 4 reeord of this iype is maintained
by Medieine Iivision.

There is & partsiculsy need in the divisions end staffs to
devote some attention to the retirézant of unnecsssay records,
in accordance with the retirement ssheduls developed for (21
Wy the Ksnagemant Staff. Many of the logs and related infor-
mation control records are retained indefinitely. iartiocu-
larly whers office and safs space are limited, this becones
- t‘nr-increuiag problem. fome personnel in the divisions

and staffs vho have besn assigned responsidvility for rucords
m:;n& appesr uncertaln regerding their dutles and un-

with records managsnmt procedurss. ilthouyl Infor-

mation Brapoh has been assigned responsibility for the (£
rocords management program, there ia aov published statement
of minsion and functions for I& in existenos, sué its records
managekant regponsidility is not, therefors, given official
recognition. It should be the duty of I¥ Lo sasist each di-
vision and staff in determining which records shsll b main-
talmed and, in sccordance with the retirement schedule, when
they vwill be retired to the Reoords Center.

Erececurss

Thess facts are pointed up Yy the study of division snd staff
information control procedures:

(1) There are no uniform precedurcs. There sre, in effsct,
as sany information control gystems 8s there are divi-
sions snd ataffs.

(2) Sexe divisions and staffs sre unawers of the functions
and responsibilities of Information Frameh, and of the
procedures followed by other (£ componente, and thic
in itself invites duplication and wmnecsssary work.

()) In soms cases, divisiens and staffs sre using unsuthorized
or unasqessarily complicated procedures and forme.

7 it is understood thet Support Staff 1s to make an (5@ survay of this mstter.

17~
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The prisary reasor for the existonoce of these conditions is
that these precedures wers permitted to germinate and dJdevelop
without benefit of the expsrt and continuing guidancs that
Informption Tranch could provide. There iz an lemediate
need for the sssignaent to I of responeidbility for devel-
eping snd mafntaining stendard opersting procedures for mail
kandling sn¢ for ssslsting divisions and staffs, on = con-
tinuing buiﬁ, in estsblishing informstion control procedurss
ané records.”

(k) Desstructien

25X1 requires the recording in aypropriste
Tege of the destrueiion of vlamsified doecuments., In soxe
caser, all destruction is perfermed centrelly for & divisien
o steff and 48 recorded im central loge. In other instances,
hovever, destruction ir enly partislly recorded - for come
Wpes of documents - or for some dosuments of esch fype.
While the odjective should be to reduce logging end recording
%0 & winisum, suéd while the ococasions on which the destruo-
tion records are used are rare, the Regulation xust e cbaerved.

The use ty Tafermation Bramch of the 1&%&1&3 (Lform 35-1),
which it attaches to documents, serves to minirisze the offopt
involved in recording the destruction of closeified cocunents,
sines each time & document is destroyed, it is necesssry

only %0 remove s chit, msrk it in zome fashion te indicate
destruction and atore it.

As indicated ir the secticn on "Approach®, secondary caphasis of the
JUrvey was upor ihe cxﬁmu:m movenent of doouwsnts, particularly
Whess rets miltiple routing {(circulation betwsen Offices or -
twesn divisions and staffs). rroject 5-50a pointed up the existence
of this prodley; convarsstions with Intelligunce ufficers have indi-
oated Lt adverse effects wron intelligence research snd production.
C8I's Information “rench has received inpumerstle cenplainte regarding
deloys in recelving these documents, although 1t sppeers, im fect,

u:;z ths snalysts themselves are partially respensible for the situ-
ation.

The Hansgenent Staff has not attempted to develop specific exanples
of long delays in the receipt of multiple routing documente. Such
instances are common Imowledpe among Intslligenee Officers ané require

T Wanagesent $Laff projest 5-58e, slready scheduled, will involve documen-
tation (through 081 regulatory issuances) of stendsrd offiee information
centrol procedures.

Approved For Release 2005/1 1%1-C]A-RDP61-00901A000300070002-9
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no further dosumentatien. There are probably a nusber of reasens

for Ahe axistenss of the preblem division and staff isformation
oontrel persomnel sre bholding up dodusmanis whils logging and other-
vise haadling; Iatelligence Offisers are unable to get to documents
oasnse of "oyash® o te, and the documents, tead of being
rosd and pasned on, remain in 1IN bexes, sometimes for weeksj Intel-~
Mgenes Officors may et resogeise muliipls routing documentz as suck.

Tow infermation contrel personnsl provide anmy follow-uy on muliiple-
routing or soe-retention dadunents. In wost instanmces, they wail

wntil sontasted Yy the 3;% W“. This, hw:wr, is net a?qu
sadiafaotory ' » next addreeees iz not cwere of the
sxistence ef' e dosument.

I the absense of sstablished (8X policy or follow-up proceduraes,
thare As no damis for detern vhen an asalyst has retained 2
domumunt 00 lang. The most g:l tive method of axpediting the move-
meet of such doowamnts would be through crsation in Information
Bresak of & fellow-up systea. This, however, would untell an ela-
barats recerd-kesping systen and would add luzessurably to the
Eremah's workloed. It should be considared only as & last resors,
uper the fellure of alternstives which will be smumerate:d below.

A primary reosson for the high qost of doonment handling in (£I 4a
ng and time-stemping. lLogging for seocurity reasons is not re-
red in divisions and stalfs. Tims-stamping 1s usslul anly 4o re-

veal bettlenccks in iamternal p - .

ElMninste ;ﬂm of dosumants in CEI divisione and staffs ex-

® where reg: for Spesial Intelligence and Top Searet materisl,
and on LCTICE, malsiple-routing (%o go en to snotber division, sieff
oy Offine), and nen-retentien documante. For oulgelag ssterisl origi-
nating S» & division or staff, use file copies of the desunerts as
records of ddssentnaiion.

Blininate all time-stasping and date-stamping on a regular, contismuing
basis, euploying them only on a periodis, Bpet*ﬁhﬂﬁk huia:

The sbesnse ol standard, written opereting procedurss for informatien
sontrel has resulted in uneconomiscal dooument handling in the divie
sdens ané staffs, and in sowe cases has rssulted in unsuthoriged pro-
osdures and forms.

-1’*
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Besemmentstion yo. )

Asoign to Infmmation Pranch, through s statement of mission and funo~
W in O8] Hegulations, responsidility for devsloping,
pod and maintadning Cff%ce-wide informstion comtrel policise
ant and for assisting and sdvising divisions end staffe

in infermation control matters.

Information cantool personcel ;:: not bedng utilim preparly in
sous astaness, while soms professional persomnel ars performing
infornation control functions.

lucshan e o o s it bl

In the follewing divisions, assign %o the appropriate imformstien
somtrol persennel Wﬁmﬂv for reading, reuting, logging and
nespnary fQAng of Speoial Imbelligense; Thysies and :loetronics,
Eedientific Respurces, DHiolegy, Medisine,

. ¥ Y ¢ T
R TS N . o

In she following divisions, sssign to branchk elerical perscunsl re-
sponsidility for delivery and plek-up of meil to and from & centrsl
peint: Nue inergy, ‘hemistry, Medioine,

Resoumendation ¥o, &

In the following divisions, sasign to branchk slericsl personnsl re-
spoasthility for g purshass ovders, library loan recuests,
Sranslation retnests, Pequirements snd reproduction roquests;
Buslemr Energy, and Zle¢ ¢, Chemistry.

Eliainate the Chenlstey Division "monstwr” file. If snslysts of thet
divisien wish to sontinus to sdetract documents and to receive the
1IN eards, they should do so on an individusl besis, mefntaining
their own files.

Heg ' 0, &

25X1

4.

Information oostrel persomnel and other personnsl in several of the
divisions sad staffs are meintsining records unnecessarily, or for

o o
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- sxcessive periods of time. This, liks information control procecures,
is an aves in wbich central Office guidance is neceseary in order
to institute economies.

Assign to Infarmstion Branch, through the statement of miseion snd
functions referred to in Recommendation Yo, ), responaibility for
doveloping, pidblishing and maintaining Cffice-wide records manage-
mont polisies and procedures and for sspisting divisions end etaffs
in sush metters.

Recommendstion oo 10

Ansign %o Infarmation “ranch responsibdility for an immediste review
of the maxmer in which divisions and staffe are utilising the Office
reaords retirement scbedule. «

s. The msistenance of records pertaiaing to requirements veries widely
from division to division. Chemistry Uivision maintaine records
which appear to duplicste those of Support “taff.

R 4 Yo. 11

Direst the Support Staff to review records in all divisions and
- staffs which are necessary for requirements conirel, beginning with
Chanistry Division.

2. Soms divisions snd stelfs have failed to adhere to the Lgeney Regu-
istion reguiring recording of slassified documente which are de-
straysd. Almost all documents are logged by Iaformation Branch
on interlesved carbon chits (form 35-1}, copies of which are
attached %0 documents,

Recowsendation No. 12

Eeguire all division and staff personnel, when destroying sz classi-

fisd document, to remove one oopy of form 35-1, mark it "D and the

date, snd twrn over the chit to appropriate informsticn control per-

sonnsl for sturage. Where no form 35-1 is sttached, 2 simple lsting

?::u be made, sufficient to deseride the document and to note ite
restion.

g+ The pressnt nusher of personnsl engsged in information comtrel in
some divisions is high based on the Cffige aversge productien per
persen (10h). Tn some instences where there appesre to be under-
production, it is not possible to effect changes, either because the
perseansl invelved perfora informstion control enly on & part-time
banis, or beocauss % are required to perform specisl dutles (such

as, for oxmple, of Restricted Data in WEI'). Tn others,
B howsver, it appears that immsdiste steps can be taken.
3
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R Ho. .

{1) In anction with the changes oontainsd in Recommendstion Yos.
1,2, 4,5, 6, 7 and 11, delete informstion control slots from
the fuﬁwins divisions as indicated;

Physies and Electronics Tivision
Chamistry Tivision ¥
Nedicine Tivision '

These refuttions ia PLi, Chemistyry, and Nedicine will bring
average produstion per persom up to 100, 80, 90, respsctively,
which should B¢ possible with the elimimation and siwplificetion
of prosedures recommended,

(2) Transfer personnel in the above rlots to vacent slots in (81 or
srrange transfere to other Offices.

(3) Review the 051 T/0 end ceiling to determine whether the zbove-
mentioned slots are recuired slsevhers in the 7ffice or whether
they esa be returned to the DU/I or to the liirestor's heserve.

(L) Within no more than 60 days, re-sxsmine remaining informstion
sontrel elots to determine whether the reduced workloads are
sufficient to warrsnt additionel staffing revieions.

(%) Wherever possible, consolidate information control sctivities
performed by two or wore persons into one position. For example,
in Nedleine Nivision, consolidate resding and routing, now teing
gmmtd by one Individual, with the logging nov being performed

another,

{6) Re-sxamine thoss jobs from which certain informstion control ae-
sivities are to be deleted (see Rovommendation %o. k) Yo deter-
mins vhaether elassification changes or changes in assignment
ars desirshls.

Telsys in the distribution of multiple-routing documents are, in
some canes, impeding intelligence resesrch and production.

(1) rublish an Cffice issuanoe, signed Yy the issistant Lirector,
: ng & maxism time perdod (five working days is sug-
geated) for which & multiple routing document may be retained
b & single addrssesce. The issusnce should assign responei-
Bty for the expediticus movenent of such documents to divi-
sion snd bransh ehiefs.

‘“ -
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{2) Provide a rubber stamp for use of Information Nranch in marking
these decunents which require multiple routing emd should,
therefors, be expedited.

(3) hAswign te division and staff information control personnel re-
sponsidility for fellow-up on maltiple-routing dotuments by mein-
tafning ticklor files. A suggested systes 18 as follows:

{a) Allow fivs working days for the branch or individusl to whom
& decupmunt has heen youted 4o return the decument. [illow
eight days if routed to tuo Lranches or individusls and nine
days if reuted %o thres branches or individeals, ete., up
o & maximmm of thres days per branch er individusl.;

{b) Eaeh X s the information control clerk rotifies ths
branch chief, eor the individual, of which documents are due
for return. Thus, for sxamgple;

APRIL
H T W T H 4
L 5 é 7 g
.- 11 12 13 1 15
18 1y 20 - 21 22

Losumints reseived Yy the branch or analyet :pril Lth throwgh
April Bth would be dus April 1ish threugh ipril 1Sth. On
April 18, the elerk would msike calls for thoss dogcuments not
yot retarned.

(a) is & document is returaed, ths log would be sppropriately
aarked and dated, removed from the tickler file and placed
in an insctive file until retired. (kost legging will be on
mst cards »nd en ferm 35-1.)

Besommendation Ko, 15

If kocommendstion To. 1l does not prove wholly effective:

(1) Zstablish & central reading room in each division and staff, to
whiel analysts will go to read multiple routing documents. lo
meltipls routing document would be distriduved to branchss or
snalysta. i1l such documents would automatically be removed
from the sentral reading room within five working deys.

‘a‘
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{2) As & lest resort, assign te the Informetion Tranch responsivility
for follow-up and maintensnce of a tiokler system.

Presentstions of factual deta relating to present Inforsation Branch
dosument handling are contained in the Appendix, as follows: {innex &
inoludes the IB 7/0)

Aunex T ~ Prayent procedurss

Ammex £ ~ Yark distribution chart

Annex ¥ = Docunent volume

Annex 0 « Types of material handled

Apnex B <« Present office layout

Arnex I ~ Fresent document flow

In view of the sudstantial volume of material which the Tranch must
haudle, I procedures and metheds are genarally efficient. Only two
oritical comments can be made: first, certain simplifisd procedurss aad
methods will result in more svailable time to s documents, and
ssoond, parsonnsl and facilities are, in some instances, not utilised
as :ﬂnﬁuh as possible. Cpecifio comments and recommendations are
as follows:

8. Infermstion Pranch is located within the Farton Hall Special Center,
to which logistics Cffice cowrlars have no aseess. The IP Hessenger
is required to go to the turnstile to raceive sach delivery. Logls-
tios Office ecouriers elther advise IP by telephone that they are
an route to Bartonm Nall, or ask the receptionist, when they srrive
at ths turastile, to Yelsphons IBR. In the first instance, the I
Measenger wmust wait at the turmstile for the courier's arrival. I»
thé¢ sesond instance, the receptionist must interrupt her sctivities
to telaphons II.

fis : % Yo, 1é

Iastall & busser asar the turnstile, which will sound within informe-
‘lon Eranah, end which logistics Office couriers can use to suwmion
the Messenger.

(Recommendation implemented; request for busser hes beean submitted.) -

w@l
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The I Hessenger makes two deliveries per day - st 11 £.X. and 3 F.¥.
= %o divisions snd staffs. ZIsch delivery takes spproximstely 13
hours, During eseh delivery, he plake up saterial from 51 com-
ponsnts going to other (CI components and, if he has not yet reached
the sddressss compenints, he returns o 1% to re-sert such materisl.
As & resull, some oopponents ney receive ne movaing delivery st all.

Tests have hesn made during which the Hessenger perforamed no re-

serting, and it was found that such deliveriss took only 1 hour each.

{1) Eliminate re-soriing during deliveries.

{2) Add ene delivery per day, in sccordance with the schedule con-
tained in Annex J.

{Recomnendasion lemented. It has been found that the three de-
liveries per day less time than the former twe deliveries, and
:: txgg! the divisions and staffs receive their mall earlier

, ¥ :

Information Eraneh re-uses old envelopes for its outgoing mail.
Appreximatsly 10 hours per week are spent in crossing off old ad-
dresses, rewving taps, ets., and writing new addresses on snvelopes.

B v Qs

(1) Have lsbels pre-printed for frequent addressess by Logistics
Offige printing facilities.

(2) issign to the Heasanger the task of preparing envelopes for re-
uen (for infrecuent addressees), to be performed on & part-tine
basis, between deliveries. This will result in » savings in
processing tixe.

(Resommandation (1) implemented; Recommendatien (2) will be imple-
monted. Istimsted saving: S manhours per wesk.)

I8 time-staaps sll incoming documents and some logs. The need for
ths time~stsap 1a questionable, sinoe osly occasionally is there s
quastion regerding tims of receipt of a document. Some § hours per
wesk are spent in time-stamping.

Elininate all time-stamping unlese required on priority or extremely
matarial.
T

SECR
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{Recommendation implemented in regard to all materisl except adminis-
trative meterinl for the /D/EY, Team communications, and some tHE
snd JAC material. Zstimated t.int saving: 5 hours per week.)

In relation to d. above, 1B also time-staxps all mat carde. The
timp-stamp is used to determine when, in accordanece with the (:ffice
reeords retirement schedule, mat cards msy ha retired.

Resommendstion %o, 20

2inoe sash mat card bas printed on it the date of 000 precessing,
that date, plus soms arditrary perlod of sdditionsl time to allow
for IB ressipt, should be usoed to deternine when the necessary one
year psriod of retention has elapaed.

{hesommendation to be implemented. Estimated time saving: 13 hours
per weak,)

Berisl publicstions sre recorded {logged) by Informstion Pranch on
pre~typed SWxP* cards. There are some 2000 of these. It is ovidenmt
frem thelr lack of use that soms of the publications sre no longer
depired bty 757 components. However, IN has no convenient method of
m'tm md staffs regarding whiech pudblicstions can he

' ¢, becsuse a list of publications can be compiled only
maeaplly, from the S*xfi* eards.

Recoamendation %o, 21

Use punalied, printed ITv csrds to record the receipt and discomine-
tion of sush pudlications. (Noter It may be possidls to have ((l'e
Bpesial h@bt&rﬁr e the cards.) Such csrds osn them be used

¢

for making perio stings.
(Recommendation %o be implemented - IP will discuss with Special
Register.)

Information Prench logs all paid, unclessified, as well s unpeaid,
olaspifisd, sorial publications. (It logs me unpald, unclassified
publisstions.) OCI maintsins records of paid pudblications received

by the igensy.
Resommendation Yo, 27
EMuinate IF logging of pasid, unclassified publications.
{Resommendation to be inplemented, In addition, IF will ask OCI te
reuts to 051 divisions and steffs all sush pudlications which are
on stendard distridbution. 4 st of sueh publications iz now de-
ing prepered. Estimated time saved: 15 hours per week.)
‘26'
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I® pulls and files mat cords from unclassified as well as clogsified
ast card documents recelved from OCI, This ie not required from a
sesurity standpoint; moreover, expsrisnce hss shown that reference
requasta involving the use of such carde sre infrequent. OCI' has
anmple records of the recelpt snd disposition of such documents.

Resemmandation No. 23

Eliminate pulling snd £iling of wat cards for unclassified documents.

(Resommendation implemented, Totimated time saved; 1 3/L hours per
weok. Fstimated savings in safe space is not available.,

IF spends coms smell smount of time in ecounting documente for monthly
raperting purposes. There i{s no indication that such reports are
usad to any extent.

feo tion ¥o. 2L

(1) Study the nsoessity for the volume stetistics in monthly reports.

(2) Pending the results of the study, discoentinue countinmg mat cards,
snd instesd messurs their volume by the inch.

(Resommendstion (1) to be implomentsd; Hecommendation (2) implemented.
Estimated tize saving: 1 hour per wesk.)

00T brisfing notices are recsived twice a weaek, fragquently too late
to walt for the lsesengor's regular delivery. This causes some dis-
ruption in It since someons must be assigned the job of delivering
the notices.

Hegommendation Xo. 25

Arrange with OCI to have briefing notices dslivered eerlier so that
they can he delivered Yy the “essenger on his regular run.

(Resoomendation to be lmplemented. Sstimated time saved:  hour
per weok. Yo estimste of saving by no work disruption.)

Information Prensh now uses up to 16 hours of overtime per pay peried
in filing mat cards. The cards are filed by the six digit mat caxd
nunder. There are some 7000 of these per month., ‘ithin a one-week
tast period, it was found that IP received only 10 calls requiring
them to refear to these cards. During this test period, sn experiment
was oonducted in which met coards were f£iled only by the first three
digits, and 1t was found that, within & glven pericd of time, four
tizes a8 many cards can b¢ filed by the first threo digits as csn bve

«27-
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filad 1wy all six digits. It should be noted that 00D maintsins 2
somplete resord of the receipt and routing to £I division of all
mat oard dosuments.

R ; 0. 26

¥ile nat earde only Yy the first three digits., The sdventaege of such
& systom is that 1t ocan be refined or expanded as necessary to neet
ehanging situations. For exsmple, a document could be filed

3 12k 3 125 } ete., or
3 128 ;130 ; ete., or
3 30 3 W0 } #c., or
j 1838 3 12} 5 22ks 3 stc.

If the nuaiber of IE requesis increasen, the finer system cen be used.
If the pusder of requests deorsases or there i1s a decresse in [T man-
powsr, a soarser method can be used. The trisl has shown that, al-
Sheugh it takes longer to locate a card in this method of £iling,

the small additionsl time used doss not approsch the time saved in
filing by the recommended method.

{Resommendation ixplemented. 211 overtime for mat card filing has
baen sliminated.)

Insoming administrative material is logged on form 38-1L log sheeta,
wheress aables, dispatches, sto., are logged on form 35-1 interlsaved
oarban chits, The fora 38-1L is unwieldy for use in refuremce pur-
poses, it taies longer %o typs and it doss not provide espise. (Note:
the form 35-1 is used for ACTION administrative meterial.;

EBRSE

R ation Yo, 2

Log insoming administrative materisl on form 35-1, atiaching copies
%o the dosument to indicate routing and for use by divisions anc
stsfls as a dostruction record, and as & log, whers necessary.

{Recommendation implemented. Istimated time saved 1, hours per week.)
Cdis reports for (X ovelustion ars logged by IF on 3"x5* cards, and
the routing is indicated on s separste duck slip. This iz tise con-

: and provides no duplicate for upe of divisions and staffe,
which must slse log such reports in encé out.

-28-
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Recommondation Ko, 28

Log sueh reportz on form 35-1, indicating routing and eliminsting
the buek slip. Attach coples of the 35-1 to the dosument for divi-
eion use in follow~up.

(Recommendstion implemented. stimated time saved: up to one hour
per wesk.)

Ferm 35-1 logging ehits which are prepared by IF for advance reports

pouched in Wy the 051 Tesn are now filed by both alphabeticel cesig-

naddon end number. This involves considersble time for filing in
return for fev reference reguests (*se Hecommendstion Xeo. 26).

Regonmendation Yo, 29
File these ghits alphabetically rather then numericelly.

(Recommendation implemented. 7stimated time saved: 1 hour per weak,
211 dack-log sliminated.)

Yorm 35-1 chits prepered by IF for non-CIk cables src filed Yy date
and cable musber. These chits are alsc used infregquently.

R tien Bo, 10
7ile 35~1 chits by source and date.
(Recommendstion inplemented. CEstimated time saved; § hour per week.)

IR preparss Zotument Kecsipts for outgoing Cupport £teff dispetches,
This is not recuired under :gency progedure.

Resssmendation Ho. 31
Elininate the [occument lieceipt.

{Recomnendation to be discussed with Support Steff.)

Information Sreanch now maintains necessary records and does follow-up
on ineoming ACTIOH sdministrative materdal (and CIa cebles). Fouting

of sueh matarisl and supsrvieion of ACTION i3 2 respomsidility of
the Exsoutive (fflcerts office.

Rogommandstion ¥o. 32

Transfer fvility for follow-up on ACTIOY material to the
Exscutive Officerts office.

Approved For Release 2005/13EZREJA-RDP61-00901A000300070002-9
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(Reconmendation lmplemented. Estimated time sovad in elimination
of follow-up and suspenss files: 22 hours per week.)

Top Sesret gollateral iz logged %W It on a 9"x8" ecard (for=s £0-75).
The divisions end staffs, i turn, log in the 7.0, msterisl on
various forms, In addition, Informetion Franech must prepsre for
C!:!i‘fcé‘? 5 .Cs 8 woekly listing on form 3B-1L of T.'. docusents re-
eeived.

Recommendation ¥o. 33

Employ an interleaved onrbon form for logging Top Secret, the original
40 be ured a2 iT's log, & copy for the division log and o copy for
notifiostion to OCL/CTIC,

{kecomendation to be held in abeysncs pending new igeney procedures
sow being devised for 1.5, coatrel.)

OCI reads snd reutes all Specilal Intelllgemes to <51 divisions axcept

- some ooples ef certain finished publicstions. I routes these coples.

Heg #tien Zo
Reguest OCT to resd and route all such materisl.

(kecommndation to be discussed with OCI. Ietimated time saving:
2§ hoars per week.)

In the case of "cyes only™ specisl intelligence, ¥ telephones the

addresses to have somsone plck up the materisl. This is = normel
job of the IP Massengsr.

Recommandation Ho, 35

Have the IR Messenger deliver such materisl on his regulsr run.
(Resommendation to be ixplemented.)

PEyes only” Special Intelligzence is logged in on form 38-1k, whereas

other £.1, is logged on form 35-1. This necessitates shifting from
one log to anothear while precessing materisi.

Hesommandation po. 3§
Leg "uyes only* Special Intelligence on form 35-1.
(Recommendation to be implemsnted.)

30
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Ingoming ACTION CIA cables ars logged by IF on two pads of fere 35-1.
The extra pad een be elixinated by proper utilisstion of the chits.

Ree ‘ Ka.

Elininste one pad of form 35-1, and utilise the prececur: for in-
eoming ACTION CIA csbles recommended in the Appendix.

{Recommendation implemented.)

IE logs doounsats loaned %o 0SI by outeide ageneies on both form
38-1k end 60-16. This 1s unnecessary duplisstien.

Log suok dosumante only on form &0-16,
{Recommendation to be implemented.)
I? logs insoming non-CIi cables on form 35-1, but dees mot log such

material out. The divisioms have custonarily mainteined sueh logs.
This 1is properly TR's funetion.

Becommendation ¥o, 39

“”f to T8 responsitility for logging much material out, as well
48 .

{Becommendatior ixplementsd.)

There ave peveral procedures followed by Informetion Dranck which
de not appesr to utilize persomnel as effectively as possible or, in
some instances, to reccgnise the level of werk appropriate to a grads.

(1) much of the movement of papers within the brenck, sorting and

placing documents in plgeon holes opening packages, time-stomp-
{u, 9%, , are deling performed hy’;}mauiag ehriu: wheress
suck work would normally be thet of & resssnger.

(2) Randling of mone materisl is split between individuasls {€ege, nat
eard dosumsnts), when s more ¢fficient method would be to con-
solidats suoh dutiss wherevor possidle.

(3) Hamdling of socme material is incensistent with titlss anc grades,
Non-CIA sables, for exsmple, are logged Yy the Messenger.

«31-
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(L) Some mimor steps are being performed which are uwnmecessary. For
m outgoing mat card material, IP writes on the met caxc
®ane »" the name of the addressec and the date. The name
of the addrssses is slready printed on the card, and IF would
not be sending on ¢ dotument without its emelosures, sc thst there
is no need to mark the cards,

It i» spparent frox an mnalysis of Informstion Branch work distride-
tion sontained in inpex & that some 70 manhours per work wesk are
dovoted to sdministrative, supervisory and miscellansous work. - hile
thers 18 no daudt that the Informstion Pranch Chief muet devote full-
time to supsrvising information control and recerds management, both
in I® and in 2T a8 & vhols, and to handling of dally epersting prob-
loms, thary is & gueption conceraing the necessity for sllccatien ef
an additional 30 mamhours per week Yy her sssistant to administrative
anéd gupervisory work. Yrom & pragtical standpoint, 2 brangh of ihis
sise and of type, with ita heavy workload, cammot afferd the
Isxury of 1 3/h persons who do not participste in document processing.

In sddition, thers are many manshour savings to be reslised - many

are already sn aceomplished fact - in IN's processing of documents.
This is evident in peragrsphs a through x. The total estimated seving,
if all of the Kecenmendations contalned in this repert sre implemented,
will sppreximate one position. It is evident, therefore, that if all
Jobp in Information Franch, with the exception of the Chiefts, 2re
isvolved in routine document proceseing ss they should be, and that

12 all or aven & majority of the Recommundations contaimed in thie
paper ars implowented, a2t leas: one slot can be eliminated in Infor-
mation Bysnch. Thess mutters have been diseusped with the Prench
Chief and with the issistant to the Executive Officer, snd there is
sgrasment at lesst to the sxtent of making & trisl of opersting with
one 1sss person.

R % K0,

{1) Delete one celling and one 7/0 slet from 1%, trsasfer its incum-
bent withip 057 or to another Office, and if not required clse-
whare in 021, (ase Rocommendation ¥eo. 13} return the cei
:11:: to the DO/I or to Direstor!s Leserve and abolish the 7/0
slot.

(2) Adopt the procedures comtained in irnmex X. These procedures are
based upon & 7/0 and on-duty of eight in Informetion Iranch, and
ars aimed at achleving bBetter utilisation of remsining personnal
of the Brameh. Anmnex L is a revised work distribution chart
Based upon the reconmended new procedures.

-a; t«
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Several faetes are evident from the offlce layout and decument f£low
disgraus sontained in /nnexes H and I3

(1) The individual whose Tep % eoret work requires him to be in and

out of the Eranth at frequent intervels is on the oppesite side
of the room from the door,

(£) The eemter door is kept looked, putting an undus strain on the
other doors. !

(3) The brane: chief, who dees not cipste in routing documsnt
- prosessing, has her desk directly in front of the mein doorwsy,
sonstituting an unnecessary ohetscle. Moreover, with her back
t& t:* rotm, she cannot convenlently observe the operatione of

(L) Safes are toward the center of the room, where they consume

space necessary for movement about the room, instesd of
being against the walls. ’

(5) The resiing teble, which is used by professionsl (ST personnsl
is directly in the path of the document flow.

(€) Desumsnts criss-ervss and back track throughout the room in the
sourss of norzal processing.

(7) The Hessanger's sorting tedble, whioh is the central point for
the movenent of papers, is too far frox the maia doer.

(8) Lesks sre not placed in logical sequence to sccommodate pormal
work Llow

Recommendatiop No. ki

Implement the offiee layout disgram contained in ‘nnexes » and »(1).
Thess Annexss reflect the new procedurss snd assignasnts contseined

in rémmma Ko. L0, and indicate a recommendsd flow of docu-
nents,

-uj}m
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